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Document Conventions

_ Welcome to the Grants Online Training Manual. This manual is set up to
Overview provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process, and is written to |
address your role within Grants Online.

Using this Use the following writing conventions as a guide in using the manual. The

Guide manual uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; FFO Details screen Indicates a screen.
appears.
Text in Bold Italics; Name Indicates data to be entered into a
field.
Text in All Caps; LOGIN Indicates a field name.

Notes and Notes and Warnings are used to indicate information or advisories when using
Warnings Grants Online.

Note: A note is used to inform you about additional information

" during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Overview

Audience

The National Oceanic and Atmospheric Administration (NOAA) offer a variety
of competitive and non-competitive grants or Awards to various communities
including states, universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant was given to the most qualified
applicant for a competitive Award, and for qualified designated applicants of
non-competitive Awards.

As part of NOAA's strategy to move scientifically and operationally into the 21
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
Award management, and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
Agency to increase efficiencies related to its mission goals.

Grants Online is designed to answer several issues that occur during the
Award process including:

¢ Reducing or eliminating paper forms for application.

e Providing an interface with Grants.gov to ensure applicants can apply
for grants electronically.

e Reducing the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Grantees.

e Serving the NOAA community in its efforts to meet mission goals more
effectively.

This manual is developed for the Grants Management Division staff. This
guide provides the user with an introduction to Grants Online. This guide does
not teach policy or business procedures for the Grants Management Division.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment. As such, you will be required to
use an Internet browser to log in and use Grants Online. No software is
required for installation. As Grants Online is web-based, you may access the
system anywhere at anytime provided that you have Internet access. Login
IDs and passwords are required and will be relayed to you once you are
established within the system.

Note: You must have an Internet connection in order to access
Grants Online.
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Getting Started

Overview

Module
Objectives

Overview

When you use any Windows-based software, navigation and ease of use are

key components. Grants Online incorporates an intuitive Graphic User

Interface (GUI) that assists end users with navigation and appropriate system
use. In this module, you will be shown the basics of Grants Online, including

the look and feel of the system, navigation, and user customizations.

The Getting Started module will review the following objectives:

e Obtaining your password
e Logging into Grants Online

Grants Online is accessible through your web browser, specifically Internet

Explorer.

Accessing Grants Online

1.
2.

Grants Online Login page appears

# NOAA Hom L]
¥ DO Horb -

Click on the Internet Explorer icon on your desktop to open Internet Explorer.

Enter the following URL information in the address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER

Grants Online

SIAN Granvis ke it
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Logging in to Grants Online
If you haven't already, contact the Grants Online Help Desk to obtain your Username and

1.
Password.
e Phone: 301-713-1000 or toll free at 1-877-662-2478
e Email: grantsonline.helpdesk@noaa.gov
2. Enter your assigned Username.
3. Enter your assigned Password.

4. Click Enter.

HUAN Grenbs Crdee i te
rmrvier Lsbral serhibion foe
il b wpule grasts
[

Usarnama

b HOAL Home
b DOC Horis

"

» Granta.gay

b Grants
M i G a i
Bivision

If you enter your username or password incorrectly you will see an

Warning!
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact

the Grants Online Help Desk to unlock your account,

If nothing happens when you click enter, it means the server is
down and will need to be restarted.

Note: If you click on the Grants Online Training link you can view and download
) training material including training manuals, quick reference guides, and online
webinars.
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Logging in to Grants Online

5. The Notice to Users screen appears.
6. Review disclaimer information and click OK.

“Log Off

A Notice to Users

Thig is & Federal computer system and is the property of the United States Government. It is for authorized use
only. Users {authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses ofthis system and all fles on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAR, and law enfarcement personnel, as well a5
authorized officials of other agencies, both domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unauthorized or improper use ofthis system may result in administrative disciplinary action and civil and
criminal penalties. By continuing to use this system you indicate vour awareness of and consent fo these
terms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.
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Grants Online Navigation Features

_ Navigating Grants Online is a simple process. The look and feel of the system
Overview requires the use of a mouse and keyboard for navigation. Access to certain
features of Grants Online is based on your user role.

Module The Grants Online Navigation Features module will review the following
Objectives  objectives:

¢ Understanding the screen layout.
e Managing your notifications.

e Managing your inbox.

¢ Managing your tasks.

e Searching for an Award.

Understanding the Screen Layout

Once you have successfully logged into Grants Online, the system defaults to the Inbox tab. Grants
Online is broken into the following 3 areas:

e Tabs
e Navigation pane
e Document pane
1 Tabs: Highlighted by the yellow border in the screen shot below and located at the top of the

page are the Grants Online tabs. Use the tabs to navigate within the different areas of Grants
Online. Click on the appropriate tab to navigate to the desired area.

2. Navigation Pane: Highlighted by the red border below, is the navigation pane. Based on the
tab that you are currently on, commands for certain functions display here. Click on the
desired command to go to that specific screen.

3. Document Pane: Highlighted by the black border, is the document pane. This is located in the
middle of the screen. This is where most of the data in Grants Online will be entered.

ncmunt Svstem I Manage
E o nppllcahon Award ] Management | Administration | Certifications

Welcome to Grants Online Fahima Zahir

Reports | Help

¥ Advisories
F Notifications
F Archive

» Tasks

F Send Message

* Manage Workflow
Tasks
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Note: Access to various tabs is determined by your user role. A grayed out tab denotes
£ a restricted area. If you try to access a restricted area, a pop-up message will
display, stating “Unauthorized to access this area.”

4. Upon successfully logging into the system, you will be taken by default to the Advisories page
within the Inbox tab. The Advisories page informs you of the most recent system updates
and changes. For example, scheduled system outages, hew system releases, and updates to
training materials are listed on the Advisories page. Click on the links in the navigation pane
on the left to view Notifications, Archived Notifications, Tasks, to Send a Message, or to
Manage Workflow Tasks.

Py T }

P— -+ -
"w ’ Accaunt System | Manage
P ﬂ Application | Award | wynagement | Administration | Certifications

Fraers Deles

Reports l Halp

W elroms to Grawts Ondms Regins Duans  Fear Password sepees 2 dspa. .Ln.g. oI

* Advisorios

Advisories

* Notifications
* Archive
F Tasks

» Sand Moscage 11/08/2005 ***ALL USERS - MEW RELEASE *** Release 2.0 of Gramts Onling was
04118 M deployed on Twesday, November 8, 2005, Please visit the "What's New" page

B Mannge WorkiTaw

Tasks of the Grants Online PM website

{http: ffwww. ofa.moaa, gov/~ grant sonbne/whats_new html) to view tha
notes for this releass,

11/01/20058 **All FPO's* ™ Plaase be aware that Grants Online is generating FY 2005

10:30 AWM award numbers, when conducting negotiztions and generating a new award
number. Please follow the steps below to generate an FY 2006 award
number:

Step 1; Delate the FY 2005 funding details lina

Step 2; Add any additional funding years beginning with Fy 2006,
Step 3 Select the "Generate New dward Numbser® checkboy
Step 4 Sslect the "Save® button

Contsct the Grants Onbre Help Dedk &b 301.713. 1000 should you have any
furthar guestions.
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Accessing Notifications

Notifications are displayed to inform you that you have tasks assigned to you through the workflow
process. Other types of notifications include information related to direct assignments, status within
the workflow process, and overdue tasks

L From the Inbox tab, click Notifications. The Notifications screen appears.
2. Click on the ID number next to the natification you wish to view.
Welcome to Grants Online Tenesia Key - Log Off
LD Notifications
¥ Notifications
* Archive
2 items found, displaying all items. 1
LR [] 328745 Tenesia Key Jewel Linzey  FRM 2018923 Status 2005-10-07 10:58:53.0
4 !r"’:s':f’sgi Rardiod [] 328488 Tenesia Key Jewel Linzey FRM 2018133 Status 2005-10-05 15:32:59.0
Note: You can modify the notifications that appear in your inbox through the Account
[ Management tab. Archived notifications appear in your archive folder, accessible
by clicking the Archive link.
3. The Notification Details screen appears.
4. Click OK to close the Notifications Details screen and return to the Notifications screen.
Walcome ta ants Ooline Beging Evans - Your Pessreen] sapives m 2 dags. Log DT
b Advizories = =1 =
Sl | Notification Details
F Archive
* Tasks
¥ Send Message
Motification 1D : 365642
" ::‘T’g' Lheb il | Fecpient Mame | Begina Evans
Sander Nama : Salma lobmsan
Sulbjact | award File For NADENMF4330031
award File is pending your raviaw, o
sward Number: MANGNMF 4330031
F‘ri\:llr..m:l. Mhtndmuhhl'i 1
worsaon : ERCAME L L o cticads
requested Start Date: May 1, 2006 =
Program Office: Fishenes Southwest Begion Program
Office [(5W)
Program Officer: Salma Johnaan -
Version 2.5
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Archiving and Deleting Notifications

Archived notifications are your personal repository for all notifications you would like to maintain for
historical purposes. You can archive your notifications or delete them by checking the box next to the
notification and clicking on the Archive or Delete button.

1. Click the check box next to the notification you wish to archive or delete.

2. Click the Archive button or the Delete button.

The notification is moved to the archives folder or is permanently deleted.

Manage
istration | Certificati

Reports m

Welcome to Grants Online Tenesia Key "-Ll'.\.g off

F Advisorie: e o
it Notifications

¥ Notifications

F Archive

2 items found, displaying all items. 1
M |Notification ID[Recipient Name([Sender Name

[[] 328745
[ 328488

F Tasks Subject Created Date

Jewel Linzey  FRN 2018923 Status 2005-10-07 10:58:53.0
Jewel Linzey  FRN 2018133 Status 2005-10-05 15:32:59.0

F Send Message Tenesia Key

* Manage Warkflow

Taohs Tenesia Key

Archive

Note: You can delete or archive an entire page of your notifications at once by checking
: | the box in the header column.

i Warning! Once a notification is deleted, it cannot be recovered.

Version 2.6
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Accessing Archived Notifications

L From the Inbox tab, select the Archive link. The Archived Notifications screen appears.
2. Click on the Notification ID you would like to view.
3. To delete an archived natification, click the check box next to the ID of the notification you

would like to delete and select the Delete button.

s — g -
! — #
: [renm
_Em Inhox EUTY imlltllmnl hward | Management

Wisloarss tm Gk Cinline Beging Fuans - Yo Passrisd sapives m 7 das.

Archived Notifications

* Advigories

* Natifcations

¥ Archive
4 items faund, msplayng all items. 1

Notitication IDfRecipient Mame|Sender NamepEubject

Salma Johnsen Award Fie far NAOBNMF4330031

¥ Tasks

Craated Date

R006-03-29 14:43:20.0

Hm i b Regina Evans

* Manags Workflow

Tasks r Reging Evans  Salma Johnson Award Fie for NAOBNMF 4330030 M0E-03-29 11:41:22.0
| 64550 Regina Evans  Fahima Zzhir  NADSNMF4330022 - Reprogram or Aebudget 2006-03-23 10:25:41.0
I Reging Evans  Fahima Zahir  NADSNMF£330022 - Repragram or Rebudget 2006-03-23 10:25:418.0

Accessing and Viewing Tasks

While Notifications alert you to an action you must complete, tasks allow you to complete actions
assigned to you within the workflow. Tasks that are assigned to you are in the task section of the
Inbox tab.

L From the Inbox tab, click Tasks. The Inbox Tasks screen appears.

2. Click View next to the task you wish to view.

Inbox Tasks

Document Type Status
* Send Massape All =i [Epen =] | Apply Fiter >> |

T Manage Workiaw
Tasks

18 iterms fownd, displawng all items. 1

104351 NADSNMF4DTO15D Rewiew 2037608
awzrd Sramed
Action
R Ut

1023035 NAGENME IS Z00 18 Rewisw n Award Fie 2036881  03/15/2006 University of
Award File Progress Chicago

Note: You can customize the tasks view through the Account Management tab.
(¢}
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3. The following screen is the Task Launch page. From this page, you may complete your task
by selecting an action from the action dropdown, followed by the Submit button. Select the
View previous workflow history and comments link to view the workflow history of this
task, as well as any comments made by other users. You may enter a comment in the
COMMENT field. This comment will be displayed in the workflow history and comments. Be
sure to enter and save your comment before selecting an action.

— T
Manage
rafbon | E.lllﬂﬂllqnn|

LU RFA | Application | Award | M s it

o m

Welcoms te Granks Online Reging Evans - Vo Passeard anplies in 7 daygs. Log OfF

r Advisories

Award Action Request - NAOSNMF4070159

Id: 2037608
Creator: Cynthia Binkiey Create Date: 03/24,/2005

Pkt status: Award Action Beguest Paview award Action Request Mot Started  Status Dobe: 03/24/2006

* Notifications

* Archive

F Send Mpssage Last Edited User: Cynthia Binkley

¥ Manage Waorkilow
Tasks " -
Action: Please select an action o

Edit Special Award Conditions
Forward to FALD for Review

Forward to Grants Officer for Rewew
Fejoct

Faturn to Program Officar

iew Award Action RﬂﬁT Details

Save Comment

Comment:

Filtering Tasks

You may filter your tasks to view tasks that are open and pending your action or view-closed tasks,
which are completed.

1 Select the document type from the Document Type dropdown menu. From the Status
dropdown menu, select Open to view all open tasks, Closed to view all closed and completed

tasks, or ALL to view both open and closed tasks.

~ Account
M (Ll RFA | Application | Award | o n o ment

Waleoms ts Grants Online Mepina Evans - ¥our Basserard snpims in 2 days.

Wialcama e Grants Online Reging Evans - Yo Passrrd supine

¥ Advisories Inbox Tasks

* Notifications

* Advisories

Inbox Tasks

F Notifications ¥ Archive

* Tasks Document Type | Status

* Send Message = - C Apply Eiltar =5

* Manage Warkfiow
umant [Document|start Data
Ld

2w 104351 NADINMFOTO15D Baview Not Award 2037608
award Started Action
Action Reguest

Reguest

* Archive

Document Type Status

[Gen =]

* Tasks

¥ Send Message

* Manags Warkflow
Tasks

Fost-Award didnlaying all items. 1

1 il

2. Click Apply Filter.

Version 2.6
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Waleame kw Grants (mline Asgma Evaas - Your Passwsed axpires m 2 dags. Log o

* Advisories

Inbox Tasks

* Notifications

* Archive

* Tashs Document Type Status
* Send Message !Aﬂ _'J EDP“" ..'_J Apply Filtar =

* Manage Workilow
Tasks

18 items found, d ms. 1

splaying all ita

rd Mumber [Task Task Docuwment |DocumentiStart Date |Cor
O o
_____ 104351 HNADINMF 2070152 Raview ot award 2037608
Award Started Acthn
Aetion REquast
Regusest

Sending Messages

Notifications can be created and sent as messages via email to an individual or group. The email is
sent to the email address indicated in the user’s profile.

1. From the Inbox tab, click Send Message.

2. The Create Notification screen appears.

Select Search in the TO field.

Enter your search criteria and select the individual to whom you wish to send a notification.

Type the body of the notification in the MESSAGE box.

IS

Click Spell Check to check your spelling.

7. Click Send Notifications once the message is complete.

= g = — T
NSAA : Accoumt

Wiplrema fn Gramts Ol fegine Dusns - Feer Dasmnnd superss in 3 daygs.

T L —

System Mansge
Administration | Certifications

Reports | Help

Log ©FF

P EmaE Create Notification

* Matifications

* Archive

b Taska Please entar the message recipesnt,
v Sand Mescage Plesse use the "Search” button to search for users.

F Manage WWar
Tashs
To send nooficatons o 2 group of wsers, cicl heres

| |

spell Chack

Meszsage” [Enter message hers =
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Sending Group Notifications

1. From the Create Notification screen (see image above), click the Send Group Notifications

link.

2. From the Create Group Notification screen, select the individuals to whom you wish to send a

notification.

3. Type the body of the notification in the MESSAGE box.

4. Click Send Notifications.

F Archive
* Tasks
~ Send Hessape

* Mamage Workfiow
Tashs:

Loy Off

Please select the message recipents
Messages wil be sent 0 any Grants Ordng uses who
meats all critaria specifad belaw, Lse "Ctd® key to salact
muitiple groups

Tor sewnd & nofification $o & single Lier, cick fens:

Qrganizatons: * [3 Rivers Wet Weathes Inc.
201 Langview Lane

4-H Manne/aquatic Edwcation
410 East Fork Boad

Rodes: * G0 =
AwWarcae ﬂ
Budget Officer
CAMS First Appraver =i
Message: * Enter massage hare =4

Accessing and Editing My Profile

The Account Management tab allows you to view your Profile, Preferences, and Delegations. Within

this tab, you can update your profile and customize your Notifications/Tasks preferences.

1. Click on the Account Management tab. The Account Management screen appears.

¥ My Profile
* My Fraferonces

¥ My Delegalions

Waltoms s Grants Online fagmas Evens - Your vasswem ogoews w2 deps Log Off

i
P T

= g - -
System Manage Raports
LeLD DL Administration | Certifications

Account Management

This opticn allows you to view and update your personal profle. You may update your name and address
information, as well as your secunity question and answer, You may also view your system profile attributes,
including your usemarne and your currently assigned roles.

MY PREFERENCES =

This option allows you to view and update your curment system preferences, These preferances include your system
password, the columns yau would like to have displayved on your Inbos view, and your notificaton and emal
preferances.

= MY DELEGATIONS -

This optign allows you to view and update the users to whom you have delsgated your work, You may search for
ugers that have simiar pemissions as you and choose to delegate your work to them, The users will then receive
an email and/or rotification, and they wil B2 able to lag in and perform all af your tasks and activities,

Version 2.6
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2. From the Account Management tab, click My Profile. The My Profile screen appears.

3. Click Edit.

' account
RFA | inpllcnlnn| Award | P ———

R ST
System Manage
l dministration | Certifications | "PO7t
VWelrame tn Granis Ouline fsgims Pvsms - four Bssssenl sxpives m @ duys. Lag o

" My Prafil -
et Manage Prol’llelzl
. H\' Praferences

* My Delegations

Prefix Mz,
First Hama: Pegina
Middle Mame &

Last Hame: Ewvans
Affin

User Account Detalls

Usar Hame: revans
Security Question: Pats NameT
Secunty Answar;  Gramps

Actmve Flag trug
Affillations
P g T o i P T N i |
i=ae=I11k 1001333  Office of 3017130922 1325 Iregina.evansm:3a gov 3017130947 true
Finance and 202 EAST
Administration WEST
(NF&] HwY,
Silvar
Spreg,
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4. The following screen is the Manage Profile screen and allows you to make edits to your
profile.

5. Click Save to capture your changes.

6. Click Save and Return to Main to return to the Account Management tab main screen.

7. Click Cancel to go back to the previous screen. If you select the Cancel button before saving,

changes you made will NOT be saved.

- s s T = w
i Account System Manage
o Raragsmant I S
Welcome to Grants Online Solomon King (Log Off

¥ My Profil
e Manage Profile

* My Preferences

* My Delegations
Prefiz Mr

First Narme: = 'W
Middle Name: [
LastMarme:®  [King
Az lm

User Account Details

sking Security Question and Security Answer are areas used

Security Question: * [test ‘ by the Help Desk team  If you call the Help Desk to
" request to reset your password, support specialist will
Security Answer. *  |test
ask you this personalized question and you will provide

Active Flag: true the answer as a means of authenticating the caller
Affiliations
e N ) e
Detalls  SOUTH EAST REGIOMAL OFFICE - NMFS (1113111-1111 1315 EastiWest Highway, Silver Spring, MD 20910 LISA

Add 3 news affiliation ==

Assigned Roles

Fole _____________organization |

Federal Program Officer - MORTH EAST REGIOMAL OFFICE -
Certified MNMFS
Federal Program Officer- SOUTH EAST REGIOMAL OFFICE -
Certified MMFE

Save and Return To Main

Note: To change roles and affiliations contact the Grants Online Help Desk.
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15



Grants Management Division, Grants Online Training Manual-System Overview and Navigation

Accessing and Customizing My Preferences
|
Customize your viewing preferences through the My Preferences screen. You may add/remove emalil

inbox notifications. This will remove notifications sent to your external email account only. Headings
may be customized to display certain fields on your Tasks and Notifications screens. Additionally, you
may change your password for Grants Online.

1 From the Account Management tab, click My Preferences. The User Preferences screen
appears.

2. Select desired notification and/or tasks to enable/disable by clicking the check box next to the
notification or the task.

3. Click Save.
NeSAA

b
Walcones ta Grants Dnliss Faging Evans - Your Pasevard suphes in | days.

* My Profile
St uUser Preferences
* My Preforences

* My Delegations Site Preferences

Notification Preferences

Password F =
Schaduled D ’ = =
Policy Update = =

Pending Due Date 7 =

Ovardus [tem F =

Task Preferences

General Tasks
Taskld

=l
Task Marne =
Task Status ~
Document Type =
Document Id =4
Start Date W
Completed Date e
Awward Numbear =

REA Tasks

Taskid

~
Task Marme =
Task Status ~
Document Type =
Document Id ~
Start Date =
Taskld I~
Task Mame B
Sward Mumber ~
Status =
Documen tid =]
Docurnent Type =
Start Date =
Completed Date =

PostAward Tasks
Taskld

Task Mame
Award Mumber

Task Status

Document TyRe
Start Date
Completed Date

=}
s
g
o
z
=
a
M B A B A
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Changing your Password

1.

Click Change Password in the User Preferences screen.

e — '.‘_1._ -
b |  syste — Man
m | age
o m ' dministration | Cartifications | FEPUTs | Helm

Welons to Grants Onliss Rogina Evans - Yom Passeard enplies in | days.

¥ REEniin
Application | Award HHFIEE“I‘H‘EI‘I!

=

Loag off

F My Profile
User Preferences
* My Preferences

e bl Site Preferences

2. |nthe OLD PASSWORD field, enter your old password.

3. Enter the new password in both the NEW PASSWORD and in the CONFIRM NEW
PASSWORD fields. Be sure to follow the password guidelines when creating your new
password.

4. Click Submit.

> e ]
L= » -
hecount TIET Manage |
'[M.'-rtngem-:nl mnunl:tr-unn Cartifications | FEPUTts | Melp

Wiplrome tn Grants Onlse Reqing Tuans - Tess Pagovnrd aupies in 1 days, l.,, o

¥ My Prafile CHanQE Password

* My Preferance
F My Delegations

0id Password :* I:l Passwodd Guidelines :
Hew Password |:| s Passwords must contain 3t least eighk(B) non-blank charactsss.

» Pagswiords cannak contain quokaton marks.
Canfirm Mew Password | * |:| = Passwords are nat case sensitive,
® A Password must begin with an alphabatic character
» Atleast one of the characters must be 3 numban0-9) or 3 spen

& Siy of the charactars may only peur onee n the passwaord
Submit

Accessing My Delegations and Adding Delegates

When you select the My Delegations link from the Account Management tab, you will be able to
view existing delegates, add delegates, and rescind delegates. The only users you can select as a

delegate are those that have roles matching yours. For example, a Grants Specialist cannot
delegate their inbox to a Grants Officer.

1 From the Account Management tab, click My Delegations. The Delegate Authority screen

appears.

Enter search criteria by FIRST NAME, LAST NAME, ORGANIZATION, or ROLE.
3. Click Find Peers.
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- e e e e
H - P
E7 -
£ Account sheEm Man
ﬂm m Apprme | At r““!-;*m-‘r“ Mnﬁrllllrlﬁnn | Centifications | "ePSrtS m

Walrmms to keants Onlms Ingnd Gacd Log o
* My Profile s

Delegate Authority

* My Prafarances

* My Delegations

ou currently have no peers on your list of delegates

Search for Peers
Plesza note that this sessch will only cover those esers who match the entens and have st lesd

drganization:

2 —H AG0 &
Awardes ﬂ
Budget Officer
CAMS First Approver =

4. From the search results, select the name of the person you would like as your delegate and
select the Delegate button.

Moo iant
Management

Weltame e Grants Duline Dagrid Guch

= My Profike =
Delegate Authority

* My Freferences
= My Delegations
o currently have no peers on your st of delegates
search for Pears
Pleass nobe that this search will only cover those ussrs who match the criteria and have at i

First Mame:  [fuilliam ]

Last Mamsa: [thamas |

Orgamzation: [ |

Pole == -
e ardies =|
Budget Officer
CAME First Approwes e |

Fimd Peers

Search Results

Thomas WWiliam
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Rescinding a Delegation

1 From the Account Management tab, click My Delegations. The Delegate
Authority screen appears.

Select the Rescind link to remove an individual as your delegate.

Manage
| certifications

(Log Off

g e Delegate Authority

» My Preferences

¥ My Delegations

Current Peers on delegation List:

[rction Jorafix [affoc Jnama —— [phone ——— Jemail ——leax [ritle Jorganization
Rescind Leslie Barran 123-123-1345 \harmr\@nnaa.gnv Mational Marine Fisherig!

search for Peers
Please note that this search will only cover those users who match the criteria and have at least the same permissions as

Role:

AGO ~
Awardee =
Budget Officer
CAMS First Appraver v

Logging in as a Delegate

L Log in to Grants Online with your username and password.

2. Click OK on the Notice to Users page.

3. Choose to either continue in as yourself (Continue to Inbox) or click on the Select link to
log in as the person who delegated their inbox to you (Click Select — by the person’s
name).

e <
4 - -
l ) — " e m

Grants Online

’Log Of;

Choose Active User

Other users have chosen to delegate their work to you,
Vou may choose to work as one of the users listed below.
Otherwise, chonse ‘Continue to Inbox to work as yours

Select Fahima Zahir

=

Continue to Inhoy

Version 2.6

19



Grants Management Division, Grants Online Training Manual-System Overview and Navigation

4, When you are in Grants Online as a delegate, the system will identify you as a delegate. Both
you and the delegate can work in Grants Online simultaneously.

OPERATING AS DELEGATE FOR FAHIMA ZAHIR

Searching for an Award

1. Select the Award tab.

2. select the Search link to search for an Award.

T

K] e, T e
S mun System - 7 Manage
h'- Administration | Cartifications | WoPOTE m

drpaty

Welrnome ta Casnbs Online Tngrid G Log -uli.

» Saarch Search for Award

F Ssarch Reports

* Manage Recipient applicant Mame: | |
Users
Aeward M | ]

[ submit l Rosot |

Please use the above fields Lo namow down yaur saarch,
awiard Mumber Searches are not case-senditoeg, and swerd numbers can be partially filled in

gearch Results
Hathing found to display.

3. Enter search criteria into at least one of the query fields listed.

4. Click Submit (the “Nothing found to display” message remains displayed until you click the
Submit button).

R

-

- - - - = '.‘,::Ih -
- . - .
System Manage
nistration | Certifications Reports m

W eleema tn Leawty Unlms 1l Lwans * Vear Paseword agpwes in 1 dags. Log O”

S~
Account
Hanagemant

Search for Award

¥ Saarch Repoits

NS g ke e : :
T Applicant Namea:
Award Nurnber:  |NAOGNMF43300E0

[submi | eose |

Please use the above felds to narrow down your search.
Award Number Searches ar nat case-sansitive, and award numbers can be partially filled in ta get ol matching

Search Results
Mothing found to display,
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5.

6.

Select the Award you want to view by clicking the Award number link.

Con

e
Application CICET
[2]] e=e

Management
Wiehiomn to Crants Onlne Regina Evans - Yeur Password enpires in 1 days,

» Search
= Saarch for Award
* Search Reporis

A pLRasiseot b ar I:l
iz Applicant Name
award Humber:  [NADBNMF 2330020

Plasse use the above fislds to marmow down your search,

Search Results
one item found, 1

Award Number [OrglD |Applicant|Project | fward  JEnforcementfAward |[Manage Partial
Mare Tithis Elalus ion  [Award Funding)

oo02370 Unwerslt',' test Apcepted |
Fabima
:h«:agu 3T 2

= B
Sysln g
Administration | Certifications | "°P°"'* m

Log OFf

award Number Searches are not case-sensitive, and award numbers can be partially filled in to get all matching results

The Grants File page is displayed. From this page you can view Grant information, sub

documents, associated attachments, and associated documents (ex. Award Action Requests,

Performance Progress Reports, and Financial Progress Reports).
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